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Job Description

Job Title: 

PA/Executive Assistant

Salary:
£21,064 - £22,921 per annum
Contract:

Permanent, full time 37 hours per week
Closing Date:
26 October 2017



Job Ref: 17187

Job Summary:  To act as the Personal Assistant/Executive Assistant to the Executive team enabling them to make the best use of their time by dealing with organisational, administrative tasks, projects and research.  
Main Responsibilities: 

The job holder will typically carry out all the following duties:

· Responsible for proactively maintaining accurate diaries for Executive Members, taking into account the commitments and competing demands to ensure that correspondence and work generated is dealt with quickly and efficiently.  Arranging and organising appointments, meetings, events and conferences, booking suitable venues, resources, refreshments. Organise travel and accommodation in the UK and overseas.
· Proactively manage the email inbox of Executive members, categorising emails, highlighting and bring forward priorities as well as using judgement to respond directly and appropriately to queries, which may be of a confidential/highly sensitive nature.
· Produce accurate and timely documents, briefing papers, reports, correspondence and presentations.  This will require minute taking and the production of agendas for various meetings.  Ensure that paperwork and documentation for meetings is provided in advance of meetings, acting proactively in highlighting important issues featured or that may be raised.  
· To be the first point of contact for Executive members.  Vetting all callers, communications and telephone calls and either dealing with them personally, corresponding directly as appropriately on behalf of the Executive member or redirecting as appropriate ensuring the highest level of customer service.
· Attend and where appropriate participate in the Executive Members meetings and ad hoc working groups to take accurate minutes and ensure that any agreed actions are followed up.
· Responsible for project managing Executive projects in support of Executive members and ensuring delivery of key strategic research projects e.g. competitor benchmarking and internal benchmarking exercises.  Carry out background research on behalf of Executive and present findings.
· Leading coordination of student and staff focus groups to inform strategic decision making.
· Build and maintain effective working relationships with other senior managers, line managers and colleagues and other departments across the college and the Group.
· Support to the Executive Officer Manager/PA and other members of the Executive Office PA team with the general workload which may include providing cover and support when staffing levels are low and/or when workload is high.
· Proactively maintain effective filing systems, ensuring that documentation is retained, updated and stored efficiently and in line with Data Protection policy and procedures.
· Will be responsible for accounts, budgets and expenses of Executive members.  Manage financial transactions including processing invoices.  Deal with the ordering of miscellaneous office supplies and equipment.  Utilise College systems and procedures to order stationery, book travel and accommodation, report sicknesses, etc.  Arrange travel, visas and accommodation as required for Executive.
· Liaise with students, members of Corporation, staff and key stakeholders.
· Line manager, develop and mentor at least one Apprentice.
· Deputise for the Executive Officer Manager/PA in their absence.
· Ensure online communications of Executive members are maintained and used effectively (e.g. twitter, blogs, etc.).

The post holder will be required to:

· Undertake a Disclosure and Barring Service check for this post.

· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination.
· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.
Person Specification

	Job Title: PA/Executive Assistant                                                                                                                              Job Ref: 17187
Applicant Note: You must list ALL relevant qualifications on your application, including any equivalent qualifications, together with grades.  Failure to do this will result in applicants not being shortlisted.

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & AWARDS

Evidence of all awards will be required before commencement of employment.  Failure to provide evidence will lead to all offers of employment being withdrawn.
	· 5 GCSEs at A* to C or nationally recognised level 2 qualification including Maths and English (e.g. CSE 1, O Level A – C) or equivalent Level 2 qualification
· Level 3 Business Administration or equivalent

	· Level 2 IT
· Educated to A level 

· Educated to degree level

· LCCI Private/Executive Secretarial Diploma or equivalent.



	EXPERIENCE, SKILLS 

& KNOWLEDGE


	· Previous experience of supporting and assisting senior managers

· Previous experience of operating as a PA/Executive Assistant
· Excellent interpersonal skills, being able to work and communicate with a wide variety of internal and external contact at all levels
· Excellent IT skills including good knowledge of Microsoft Office packages

· Experience of social media

· Able to maintain highest levels of confidentiality

· Excellent and accurate written and verbal skills, including the ability to compose own correspondence as well as from dictation and written briefs.

· Experience of minute taking

· Able to carry out research on varied topics and present findings.
· Effective organisational/time management skills
· Project management experience
	· Previous experience within an educational institution 
· Previous experience of working in a large organisation
· Previous experience of line management 

	OTHER REQUIREMENTS
	· Proactive

· Able to work flexibly as part of a team
· Ability to drive deadlines forward to achieve practical results

· Ability to handle a large and diverse workload, working to deadlines and under pressure

· Solutions orientated and self-motivated

· Confident and able to challenge professionally at a senior level

· Highly organised, with absolute attention to detail

· Great people person, persuasive, empathetic and diplomatic
	


Summary of Main Conditions of Service

Salary

Any queries on pay should be raised at offer stage.  Increments are awarded annually in September, subject to a minimum of six months’ service in the post.  Salaries are paid monthly by credit transfer into a bank or building society account on or about the 26th of each month.  

Pension Scheme 

New employees automatically join the West Yorkshire Pension Scheme.  Full details will be given on appointment. 

Holiday Entitlement 

The entitlement for this post is 30 days per year, pro-rata for part time appointments.  The holiday year runs from 1 September to 31 August.  New staff will receive a proportion of their full year’s entitlement according to completed calendar months of service as at next 31 August.  We try to honor holidays booked at the time of appointment wherever possible, this should be discussed at interview. 

Probationary Period 
All external appointments are subject to an initial six-month probationary period during which progress is monitored and regularly reviewed.

Staff Development


The College encourages staff to develop their skills and knowledge through education and training identified jointly through discussions between managers and staff.  Staff may apply for financial support and/or time off to pursue relevant courses of study and such requests will be supported wherever possible. 

The College operates a no smoking policy across campus.

